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In accordance with A.R.S. 36-626A, approval is requested for the following out-of-state travel:	
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In accordance with A.R.S. 36-626A, approval is requested for the following out-of-state travel:	
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Request to Process an 
Untimely Filed 
Employee Travel Claim 
STATE OF ARIZONA
State policy stipulates that, for normal processing, employee travel claims be filed within three calendar months of the completion 
of the trip to which they pertain.  Claims filed beyond the three-month filing period can only be processed by the 
General Accounting Office after review by the Director of the Department of Administration and the State Comptroller.
 
To enable the processing of the attached untimely filed employee travel claim, the applicable sections of this form must be 
executed and signed by the head of the agency employing the traveler.  This form must be accompanied by the 
relevant Form(s) GAO-503EZ and/or GAO-503AEZ and/or GAO-503HRIS and copies of all required documentation.
Incomplete requests will be returned without processing to the originator.
 
The untimely filed employee travel claim to which this request pertains may not be processed without the signatures of both 
the Director of the Arizona Department of Administration and State Comptroller appearing below.
Top Section for Use by Head of Requesting Agency
Number of Months and Days 
between End of Travel and 
Date of Claim 
Number of Months and Days 
between End of Filing Period 
and Date of Claim
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